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Q/ESTIONNATRE OF OVERSEAS DUTY

1. 'he Agency 1s considering the posaibilities of developing =

retirement progrem which would give additional retirement credits to
staff smployees and staff agents for overseas serviea, Some of the records
peceasary to compile plarning dnta are not availeble in e centralised

ace. The work necessary to docusent past overssas gervice {both for
CIA and for other departments, agencies and services of the U.S. Government)
of Agency personnel for plamning purposes wonld be prohibitive in cost
and time feouired. The information neefed 1s: the kind of overseas
service (military or cfvilian, PCS or mY), vhere performed (country,
1sland or possession -- no city), the begimning and ending dates (to the
closest month) and the responsible 7.8. Government scmponent {CI3, Army,
AF, State, 093, ete.) et the time the duty wes actuslly performed.

5. In order to simplify the requirement for information whieh this
notiece places on operating and staff eomponsnts of the Ageney for this
gnformation, payroll insert juestionnaire ecards will be used for all
vouchered employces, and each employse w11l £111 out his own card. This
is feasibie hacause the informstion s0 obtained nesd not be certified and
will be used only for statistical analysis and planning Purposes. I%
should, however, be as securate ag possible.

3. fThe same kind of information is needed for all staff employees
peid from cosfidential fundis aud for staff agents. Questionnmire cards
for all employees paid from eonfidential funds will be sent by pame to the
responsible components to be filled cut as rollows:

a. Gtaff smployees puid from confidential funds who are actually
st headuarters will £i11 out their own cards.

b, Administrative Officers, Case officers or responsihle
Country Desk Officers will £111 out the cards if the staff employee
or staff agent is unawailable and substantisily eomplete information
is awvailsble in the operating component.

e. If the staff employee or staff agent is in the field and the
information is not availsble at healquarters, the cards {or sterilized
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requests for the information) will be sent to the fiield to be filled
out by the individual eoncerned and retwrned to headjuarters. If
pecurity consiferations prevent this, the card should be so noted and
returned to the Offiee of Personnel.

4. PRemepts for informmtion about overseas service of staff
agewts will be sent on an "Eyes Only” basis to the approprinte
Adintgtrative Officer. The Senior AMdministrative Officer of each
Operating Office, Division, or Steff will be responsible for ensuring
that the cards are filled out and returned promptly.

k. Instructions for £11ling out the guestionnaire cards vwill aceom-
pany the saxd ad each employee will be told to ask for sssistance from
kis Mmsdnigtretive (fficer if he needs it. Howewver, there are some
ampects of the re uested Informmtion which reguire more delleate handling
for some personnel than the cerd indicates:

25X1C

B. Bepurity: for the sake of uniformity end sase of hendling,
oot ghanfizrd-type card is being used for vouchered employees, for
empiayeen o are padd from confidential funds and for staff agents.
Waen the cards sre &istributed, they will show only name and per-
sonnel serial muber, will be distributed in a secure manner and
should be returped through the same channels from vhich they were
recoived.

$. NBlank supplemental camds will be sent to the AMdministrative
officers of each Operating Office, Division or Staff for use of personnel
w0 needl more space than ig on one card. If u supplemental eand is used,
the approgriste box on the first card should be checked and the name and
personnel seyisl mmber of the employee should be copled on the supple-
metal card. The cards shomld not be bent or stapled but may be fastened
with paper clips.
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6. Although the information now being requested need not be certified,
employses should be told that it is in their interest to send to the Office
of Personvel i of a1l non-CIA overseass duty documents which they may
kave. These 40 s will pot be needed for some time so they should be

forvarded ae,pamely or at a later date.

7. All cards for wouchered employees and employees paid from con-
Mﬁmﬁ,mmbemtﬂmﬁmwm 1958 1o the

Curie Hall.
el as et a )

sealed eml.ope the Chief, Contract M&onm;l Mﬂsian, Office of
Personnel, Foom 801, 10] , Street.

Peputy Director
{Support)

DISTRIBUTION: AB

-3
T

Approved For Release 2001/03/02 : cIAOHSFdd9de AddohBdo20019-9



